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Réfer to 1-A01-PPG-001 for Processing Instructions.
Print or Type All Information (Except Signatures)

DOCUMENT MODIFICATION REQUEST

2. Existing Do

Number/Revies

(DMR)
Pag ;

of

1. Date
8/30/93

2

' DMR No. 93-DMR- OOO§</}

3. NewDoamNmbeforDoannenlebenfnnlobechm;dvnhlhn

3.21000-ADM-05.01,Rev. 0 Revisioa NA
4. Originstor’s Name/Pbone/Page/Location S. Documcat Title
S. Woolfolk/67904/NA/Bldg80 Procedure Developement

O Other

6. Document Type @ Procedure

7. Doamen!Modlﬁanon'lype (Cheock only ooe)
O New O Revision ® Intent Change (J Nonintent Change (J Editorial Corrwuon 3 Cancellation

8. Jtem | 9. Page| 10. Step 11. Proposed Modifications
1. 1 1.0 Change Environmental Managemeat l-)eparunent (EMD) to Eavironmeatal Restoration Managemeat (ERM)
2. 1,2, |3.6,3.7, | Change EMD to ERM
46 |[3.83.9,
5.8,5.13
“1.,6.2t0
6.5 .
3. ,
1 20 Add paragraph limiting applicable to prior to 4/30/93.
4 1,5, |3.1, 7 &| Change Controlled Document Revision Request (CDRR) to Documeat Modification Request (DMR)
&6 |App.1
5 2,6 5.2,5.3, | Change CDRR to DMR throughout
54
6 1,5 (3.5, Eliminate step.
5.13.4,
5.13.5

12. Justificaion (Reason for Modification, EJOF, TPF, etc.)

Revise procedure to reflect organizational change and improve future useability.

If mxxdification s for & pew procedure or & fevision, list concurring disciplines in Block 13, and cxser N/A i Blocks lddls If madification is for amy type of changs or s cancellation, organizetioss e listed @ Block
13, then Conaurror prints, and signs in Block 14, and dates in Block 15,

13. Organization 14, Print and Sign (if applicabloc) 15. Date (if applicabic)
FOM Signature on File A qae #& Sclhwiachca [N % Tl
PIZR Signature on File /wm 2 A M e A4 9(23/%7
EQS Ahve Lentrer) TV aper /s g-/7-93
RRD Signature on File [ % e 7y for [/ A4 9/23/93
RPM Signature on File (/, s. é c b /A4 /2 /92
Geoscicaces STgnature on File Sée phen 5, gs-\/‘/ A A 922/ 93
SPRP Signature on File &, 2, Ke.#t ' /AH /1 /%23
Sample Masg. Signature on File Ne rre /4 S Fucoc /A 2/2</52
PPO Signature on File Do, ,is Onje "/ A1 4 2/20 /1>
A Signature on File  m € (oslias / Ad 4/22/13
EEAT Signature on File  Go,o Aodece o 9/23/¢)
SME Stevta oo |Alf, m e T/2/23
16. Originator's Supervisor (print/sign/dasc)
Vi Fets  77) A L Mhesenes €. Frampes col ik TT 9/52/03
17, Assigned SM| 18. Cost Center 19. Ctmrgo Number / 20. Roquosted Complotion Deso 21. Effective, Daio
S. Woollolk/6904/NA/Bidg 80 ?dl ! qf6 o 2 91103 /uj /.
T2, Acccoreied Roview? B. ORC Roviow oncncvkwNaW VAR

Yes O No/
4. Roes; ible Manager (print, sign, daw)

;Z Je £ T2 ek /" )M/—’ ,éy/?—'__/ [0-5 93
—-— - 4 . REVIEWED FOR CLASSIFICATION/UCN

BY NA
DATE NA
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Refer to 1-A01-PPG-001 for Processing Instructions.
Print or Type All Information (Except Signatures) A

2. or 3. Document Number/Revision 3. Document Tide
3.21000-ADM-05.01,Rev 0

DMR (coatinuation sheet)
Page 2 of 2

25.
DMR. No. 93-DMR-

Procedure Developement

8. lem [ 9. Page]10. Step 11. Proposed Modifications
1. 1 35 Change "PAPG - Performance Assurance” to "PPG - Plant”
8. 2 3.9, Change “Division” to *Division/Departmeat” and "Manager” to "Manager/Director”
3.1 ‘
9. 2 53 Change "PAPG® to “ERM managmeat in conjunction with PPG*
10. 2 5.4 Change to read as follows “The DMR shall be submitted to PPG to obtain the DME aumber. Ensure that a copy of the DMR is
included in the document review package.”
11. 3 5.6 Change Level § to Level 4
112. 3 5.6 Reword as follows *... procedure), the writer should follow the format illustrated in Attachment 2.*
13. 3 Note Limit requirement for claification review to OU-15 specific procedures.
after 5.7 .
14. |3 5.8 | Add review criticria.
15. 4 Note Clarify that SAA revicws all Level 2 Procedures.
after 5.8
16. 4 5.10 Clarify that commeat resolution/concurrenceis required.
17. 4 After After step 5.11 add requirements for Validation and Verification review, management concurrence, ORC review, and safety
5.11 screens. : '
18. 5 5.13.4 |Eliminate these steps.
&
5.13.5
19. 5&6|70& Add Appendix 2, Procedure Format and Appendix 3, Review Criteria.
Appeadices '
Appeadx | . PR .
20. 6 Change Appendix 1 from CDRR to DMR with its instructions.
Genenal
21. Onacral Add Table of Conteats and List of Effective Pages to the beginaing of the procedure.

12. Justification (Ressoa for Modification, EJOf, TPZ, eic.)
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PROCEDURE DEVELOPMENT

EG&G ROCKY FLATS PLANT Manual: ‘ 3-21000-ADM
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Effective Date:
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Title: Approved By:
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- . SIGNATURE ON FILE 8, 02,91
Director, Environmental Management  Date

1.0

PURPOSE

This procedure describes the procedure development process to be
used for the preparation of all Environmental Restoratlon
Management (ERM) procedures.-

) SCOPE

This procedure prescribes the steps for developing all procedures
both Administrative as well as technical. The procedure will be
used by both ERM staff as well as subcontractors.

This procedure may only be used when completing procedures, which
were issued for external review prior to 4/30/93. For other ERM
procedures use 1-A01-PPG-001, Procedure Process and its
associated procedures. ' '

TERMS/DEFINITIONS

3.1 Document Modification Request (DMR) - A formal request for

revision of a procedure, development of a procedure, or
issuance of a manual. (Attachment 1)

3.2 Document Review Package - This is the file of various
drafts of the document, any comment review sheets, and any
other associated documents (as described in 3-21000-ADM-
05.05, Step 5.8).

3.4 ERM - Environmental Restoration Management

3.5 PPG - Plant Procedures Group

3.6 Peer - See the ERM Document Review Procedure.

3.7 QAPD - ERM Quality Assurance Program Description

3.8 QAPM - ERM Quality Assurance Program Manager

856D0121.MA9
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3.9 Responsible Manager - The responsible manager is the
Division/Department Manager/Director or designee for
Division/Department-specific procedures. The ERM

4.0 RESPON

4.1

4.2

5.0 PROCED

5.1

856D0121.MA9

Manager/Director is the responsible manager for ERM level
procedures.

RFP - Rocky Flats Plant

QAC - Quality Assurance Coordinator (QAC) 1is the
Division/Department designee " who acts as
Division/Department representative in the implementation of
the ERM Quality Assurance Program Description..

SIBILITIES

The responsible manager arranges for procedure development
and approval.

The procedure author prepares the draft procedure in
compliance with this procedure.

URE

Procedures shall be developed or existing procedures
revised, as necessary, to control activities that meet the
applicability criterion of the QAPD .

A DMR form shall be prepared when individuals identify the
need for a procedure or a revision to a procedure. The
form shall state the purpose and scope of the proposed
procedure,

The individual supervisor and the responsible manager shall

sign the DMR . This has the effect of requesting the ERM.

management in conjunction with PPG to:

1. Verify that no such procedure already exists, and
2. Approve a unique identifier for the procedure.
3. Concur in the designation of the recommended

writer and reviewers.

The DMR shall be submitted to PPG to obtain the DMR

number. Ensure a copy of the DMR is 1ncluded in the
docunent rev1ew ~package.
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5.5 The author shall draft the procedure using the same format

as illustrated in Attachment 2. The author is also
encouraged to seek guidance on compliance with higher level
procedures prior to circulating the procedure for review.

If the procedure is for control of an activity, a Level 4

.procedure (i.e., not an administrative procedure), the

856D0121.MA9

writer should follow the format illustrated in
Attachment 2.

1. A list of conditions or activities which must be .

completed prior to initiating the procedure.

2. A description of how the activity is performed.
The description should include methods to be
employed, equipment or materials to be used, and
the sequence of operations. ’

3. Specification of any limits that are implemented
by this procedure or apply specifically to the
activities addressed in this procedure, that would
be helpful to the user.

4. Identification of any precautions that are
applicable to the entire procedure.

_ NOTE
The ''Prerequisites'" and "Limitations and Precautions"
sections should precede the '"Procedure' section.

Procedures shall specify the preparation of documentary

evidence that activities controlled by the procedure have .

been conducted in compliance with the procedure. This is
the evidence by which an auditor can verify compliance.

NOTE
Prior to distribution, the author shall obtain a security
classification (including Unclassified Nuclear Information)
for any OU-15 procedure, from an authorized classifier.

The author shall invoke the ERM Document Review procedure
(3-21000-ADM-05.05) to control a review cycle which
solicits comments from the individuals listed below based
on the criteria in Attachment 3:

Dm:
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1. The QAPM,
2. At least one peer,
3. Each affected RFP organization,
4. Each affected subcontractor, at the discretion of

the responsible manager.

5. Others designated by the Responsible Manager
(e.g., Site QA, Health and Safety, Traffic)

NOTE
The 1nterna1 review of Levels 1 procedures require reviews
beyond those addressed in this procedure and procedure 3-
21000~ADM~05.05, Document Review. Level 2 procedures must
be reviewed by Standards, Audits, and Assurance.

The QAPM or designee shall review the procedure for
compliance with higher level procedures. This review shall

verify that the procedure format is compliant with higher

856D0121.MAS

level documents.

Disposition of review comments requires reviewer
concurrence or resolution by management. Reviewer
concurrence 1is not required unless the reviewer's
organization is responsible for the activity/technical area
at issue. In other words reviewer concurrence is not
required for guidance comments or recommendations.

The author shall revise the procedure consistent with the
resolutions of comments in the preceding step.

The author shall arrange for completion of the follow1ng
reviews and evaluations of the procedure'

5.11A.1 Validation and Verification review.

5.11A.2 Management concurrence.

5.11A.3 Determination if Operations Review Committee
review (ORC) is required and implement this if

required (see 1-52000-ADM-02.01, Operations Review
Committee Requirements).
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856D0121.MA9

5.11A.4 Complete applicable safety screens (1-91000-NSM-

- 04.03, safety Evaluation Screen).

Upon completion of the document review procedure, the
author shall forward a copy of the document review quality
record package to the QAPM, which is a quality record.

The QAPM shall inspect the document review package for
compliance with ERM Quality Assurance Program requirements,
including this procedure.

5.13.1

5.13.2

If compliant, the QAPM shall sign the procedure
on the concurrence 1line and then submit the
procedure to the Responsible Manager for
department approval. ‘

The Responsible Manager may then approve the
procedure. In either case the Responsible Manager
returns the package to the QAPM.
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5.13.3 The QAPM shall submit the document review package

to the ERM document control for final processing
and issuance as a controlled document.
6.0 REFERENCES
. - [omr-93
6.1 1-A01-PPG-001, Procedure Process | @es¥7
6.1.A 1-52000-ADM-02.01, Operations Review Committee Requirements
6.1.B 1-91000-NSM-04.03, Safety Evaluation Screen
6.1.C Environmental Management Quality Assurance Program
Description (21000-QAPD)
6.2 ERM Administrative Procedures Manual, 3-21000-ADM-05.05,
Document Review procedure '
6.3 ERM Administrative Procedures Manual, 3-21000-ADM-06.01,
Document Control procedure
6.4 ERM Administrative Procedures Manual, 3-21000-ADM-17.01,
Records Management procedure
7.0 ATTACHMENTS
1. Document Modification Request
2. Procedure Formats Dma-1.
. 000 ¢
3. Review Criteria

856D0121.MAS
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ATTACHMENT 1

Document Modification Request (DMR)

DMR (contiuation sheet) Popr o/
Iah_n 1-A01-PPG-00] for Proomssing lnatruciives. 1. bame 2.
Prist o Type All \nk (Exceps S ) DMR. No. 93-DMR-
. o ). anemmunt ot/ novoms 3. Lrmoamant § o
3. beam [&. buge | §0. beap 1. Prapmsud hivwdal armane
DOCUMENT MODIFICATION REQUEST (DMR) Page _1_ of __
Refer w 1-A01-PPG-00} for Processing Lnstrucuons. [T .
Priat or Type All Ink son (Excom Sig ) DMR. No. 93-DMR-
[ Y= p——y Se—T———y 3. how Luswmst hanser o Lucumums hamew J 5 8 w e Cuenges vis e
Movioum
L * hema/Th 3. Lionemm Tan
% Loensst Type o Frammsen 7. Lucement Muswcass | ypu (Canch eahy eus)
0 Ut O New T Revision O inemt Crange D Noninent Change 2) Edisoria) C jon 3 C
S.bam 1% buge | 40 by [ —
|
|
3 12 bt umtemn (hamasn bor Mot icuteen, LIOV, T, mc.)
. [ kX, THY, =)

¢ SnAtumem © M G SN @ ¢ GEE, S leEg GATPUD B Sart {5, G W A @ S 10w i), b Cmivalean & B WP U @ Gunge @ ¢ SN, SRS % St & S
‘) Sun (omnemn pums. ool g & bt 14, o dmm © P (3

B 14 Pum s bgn it SE—— (BT —————

— e

17 Avmgtent 3 b Vomm Pogn. Lommuns. ln,;-_ lo- [ I:..-.—.u——-h- ]:..u—-h-

b Asmtn; S . OAC howwn
Yo m(C

Pt bewsmite Monge prm. g S
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ATTACHMENT 1 (Continued)

Document Modification Request (DMR)

Note: This appendix contains instrustions 10 compleiz a DMR. The sequence to be followed when

comnietnr 2 DMR can he found in the Instructions sections of this brocegure.
BLOCK | COMPLETED BY: INSTRUCTIONS

1 Oririnator Enter date of request

2 Originawor | For NEW, enizr N/A. For all other modifications, enter existing
document & and revision &.

3 Responsibic Manager Far NEW or Revisions with changing numbers, contast Plant
Procedure Control. For all other modifizations. enter N/A,

£ Oririnalor Enter namehelephons #/paceriwork location.

5 Ornitinator Enter document title.

6 Originator For processing 8 procedure o a change 10 a procedure,
chesk (\) Procedure.

7 Oritinator Chezk: (V) tvpe of modification (onlv one box).

8 Originator For NEW, enter NJA. If summasizing for Revision, Intent, or
Nonintent, enter N/A. 1(NOT symmarizing. enter sequential
ilem & 10 be changed. For edilorial corrections, enter sequential
jtem &. For cancellatons. enter N/A.

9 Onginator - For NEW, enter N/A. 17 summa-izing for Revision, Intentl, or
Nonintent, enter N/A. 1 NOT sxmmasizing. enter page # 10 be
chanped. For editorial correstions, enter page €. For
cancellations. enter N/A.

10 Originator For NEW, enter N/A. I summa-izine for Revision, Inient, or
Nonintsnt, enter N/A. 1/ NOT eummarizing, enter siep # 10 be
changed. For editorial corresuions, enter sicp #. Far
canceliations, enter N/A,

11 Ornicinator Summarize or provide word-for-word propossd modification.

12 Oririnator Enter justfication.

13 Resnonsible Manacer List all reviewint/concurrine dissipiines.

14 Responsible Manager For NEW or Revision, enter N/AL

Reviewine Orranizations | For all other modifications. prin: and sien.
15 Responsible-Manager For NEW or Revision, enter NJAL
Reviewine Orranizations | For all other modifications. eater date signed.

16 Oricinator's Supervisor }f DMR is 1o bz processs2, pnn:_sien. and dats.

17 Resnonsibls Manacer Enter SME name/iclephone #/sacer/work location.

18 Responsible Manacer Enter cost center for Responsibis Manaeer's organizauon.

19 Resnonsible Manacer Enter charee # for Responsible Manacer's orcanization,

20 Rasmornsiblz Manacer Entsr reouesizd completion dats,

2 Responsible Manager For chanpes only, assign effeztive date afier compiction of
Blocks 22 and 23.

2 Responsible Manager For NEW procedures., chesk (V) NO. For normal review,
chesk (V) NO. For aczelerated review of Revisions (must be
less thar, $0G rewite), and a!l chanees. chesk (W) YES.

23 Responsible Manager Fer changes only, if ORC review is not required, enter ORC
review nol required.

ORC For changes only, if ORC review is required, enter the meeting
number followed by the date.

24 Responsible Manaper If ths DMR is 10 be processed. and all other biocks have been
complzted. print. siem. and dawe. -

5 Responsible Procedure For Classified, contast Plan: Frocedure Conoo! for DMR 4.

Coordinator .
856D0121.
MA9 Plani Procedure Control For Unclassified, forward 1o Plant Procedure Convrol for
DMR ¢.

Oma
O

2 o




PROCEDURE DEVELOPMENT
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: ‘ Effective Date:
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ATTACHMENT 2
Procedure Formats

Operations
PURPOSE

Administrative

1. PURPOSE

SCOPE
SCOPE

REFERENCES
DEFINITIONS
Primary References
(i.e., cited
references) ’
Secondary References

RESPONSIBILITIES

INSTRUCTIONS

RECORDS

LIMITATIONS AND
PRECAUTIONS

REFERENCES
PREREQUISITES
Appendices

INSTRUCTIONS
(as needed)

DISPOSITION

NQOTE
Includes disposition of
records, samples, data,
equipment, etc.

Appendices
(as needed)

856D0121.MA9

1% o 4y



PROCEDURE DEVELOPMENT

EG&G ROCKY FLATS8 PLANT Manual: 3-21000-ADM

EMD ADMINISTRATIVE Procedure No.: 05.01, Rev 0

PROCEDURES MANUAL Page: 6C of 6

Effective Date:
Category 1 Organization: Environmental Management
ATTACHMENT 3
Review Criteria
nization Revi riteri

The QAPM 1. Ensure compliance with the .ERM’s Quality Assurance program anc
ERM'’s procedures requirements.

2, Ensure compliance with the upper requirements.
3. Easure operability of the procedure.

Peer Reviewer ~ 1. Ensure the technical adequacy of the procedure.

2, Ensure the accuracy, operability, and completeness of the procedure.
3. Ensure all applicable technical requirements and guidance are
appropriately addressed.

ERM Organizations 1. -Ensure that the procedure meets the

and Subcontractors applicable requirements and guidance.

2, Ensure that the necessary management controls are included.
3. Ensure that it is feasible to implement the procedure by the required
efTective date.

Affected Organizations 1. Easure that the assigned participation

Within ERM is consistent with their organizational responsibilities.

2. Ensure that it is feasible to implement this activity.
3. Integrate this commitment into their procedures and other control
systems. '

PCC 1. . Review criteria for the QAPM, ERM Organizations, and the peer
reviewer.

Yalidator 1. Ensure that the procedure is techaically accurate, feasible to
complete, and facilitates completion of the task, while ensuring the
high guality of the results.

Verifier 1. Ensure that the procedure is consisteat with current equipmeat and
facilities configuration.

856D0121.MA9
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